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How to create Items with Online Content

The following instructions detail the process that LearningLink administrators will use to create
Items with Online Content and to record learning in LearningLink.

What is an item?

“An item is a container for a unit of learning that you can assign to a user and track its
completion.”

A course or a webinar is an “Item”. An example of an item would be
“Project Management 101"

What is Online Item?

“Online Items refers to an Item that is offered, deployed, tracked and completed online through
the learning system”

Online Items can also be referred to as Web-based training (WBT). Users access
Online Items by accessing their learning plans via LearningLink.

Blended Learning Item
A course can offer a combination of instructor-led training in a scheduled offering and online
content. This job aid will strictly cover Items that only have online content.

Follow these steps to create an item in LearningLink:

1. Loginto Learninglink and select the Admin Tab
2. Select “Add Item” from the Welcome screen
a. Note you can also search for and add items by selecting the “Learning” button on
the menu bar.
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@ Learninglink Sancut

Home Organization
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Admin Home ~ Users  Performance  Leamning  Content erce  System Admin References  Reports

%] ‘ Search: [ Enter Keywords or Command ] ‘ ‘ o

Bookmarks | Recents ® iy ®
Welcome

[ Q)

2 Add Folder Welcome to Learninglink!

b’ New to LeamingLink Administration? We have provided a brief tutorial to help you learm your way around.
| My Bookmarks b
Admin Resources and Notes

Training guides, job aids, references, and tools
Watch the Tutorial @

Quick Links /
[ i Add Scheduled Offering @  Record Learning - Multiple - = Create Online Course
Teate any assignable unit of training A Scheduled Offering is an Instructor led Store the completion of a course or any = — After creating an ltern (course) and User.
=1 These can be erfner an online learing, course. Itallows for registration by other learning related ltem, including S voucan emhﬂrass‘gn%he Goren [User
instructar-led, a blended version of boih, users. Additionally, resources can be scheduled offerings Needs higf] or go straight to record

or an ad hoc fearning exercise specified for ils execution such as the Completion for fhe User. The compleli

3. Choose Online Only and select “Ok”. (Note: For blended items, Scheduled and Online would
be selected)

4. Select / Enter the following details for your Item:
a. Item Type (e.g. course)
b. Title (e.g. Project Management 101)
c. ItemID (e.g. DOL_PM_101) — This is the unique identifier for your item
d. Domain ID — The Domain ID represent the Agency that “owns” the course (e.g., ETA,
0IG, BLS, etc.)

If your course requires approval, you would indicate so by first selecting an approval process
and then selecting the “Approval Required” checkbox. The approval process typically used

for internal DOL courses is “SUPER-1 (Supervisor Required)”

Revision date and Revision Time will be pre-populated with the current date and time. You
don’t need to change these values.
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5. Once the required values are entered, select the “Save & Exit” button to continue.

Add New Item

B croveon e

*Required Fields
“Item Type:
“Title:
Description:
“Domain:
Approval Required:

Schedule Template

Number of days:

Hours per day:

[

: [ JoB_AD_EX ]

IJuDAm Example

[ Department of Labor (DOL)

| Mo

&

(=00

Advanced Optians.

: | Supenisor Approval (SUPER-1) MG

: (000 ]

[] Additional Options

CPE Hours:
*Revision Time:

Contact Hours:

[0.00

[10:58 am

[0.00

81812014 =
[

Save & Exit ancel

6. Add online content to your item by selecting Online Content on lower left under Related.
Before adding your content, you should have sent the content to the LearninglLink team who
will upload to iContent and create the Content Object. Select the Green Plus (+) sign to
search for the Content Object.

Related More @ Online Content

Assignment Profiles Title

‘ Online Content )

Competencies
Curricula
Prerequisites
Subject Areas
Substitutes
Scheduled Offerings

Tasks

Add Folder
Add Content Object
¥ Add Exam

Add Content Package

No content is associated with this item.

| settings |v| @ Not available for launch @

or.. D
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Use the magnifying glass icon to search for the Content Object ID provided to you by the
LearningLink team. Once you locate and name the Content Object, select ‘OK’ to return to

the previous screen.

Add Content Object

#Required Field(s)

*Content Object: [ ] ]l
#Dbject Hame:
Parameters: [ ]

Mastery Score: [ (Range 0-100) ]

|:| Mark this object complete when launched

Use Objectives: No content object selected

Add To Folder

Save in Folder: | RootLevel |+ ‘ @ Add Folder

Changes will be saved when you click "Save" on the Online Content page.

Cancel

Ed

Select the Settings button to modify the settings of the Online Content to make it available
to users, determine when learning will be recorded, and select the Completion Status.

Related More @ Online Content Q|
Assignment Profiles Title
Segments

A £ Stage Testitem - KA

[E) Testcontent
Catalogs

Competencies
Curricula

Prerequisites

5

0 Not available for launch e 2

. Downloada... Remeve

Remove All

(]
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Edit Settings and Status [

*Required Field{s)

ntent is available for launch (available for users)
acord learning event when all content is complete

[ ] Content available only during specified segments of a scheduled offering.

#Completion Status: [ CRS-COMP (Course Complete) - For Credit - I
Failure Status: l -
Failure Action: l - ‘
] Available for Offline Player download
Days From Launch to Expiration: [ (1000)
AICC and SCORM
[¥] Allow users to review content from Completed Works
AICC Max-Normal: 99
Changes will be saved when you click "Save” on the Online Content page.
Cancel
Select ‘Save’ to save your changes.
Related More @ Online Content Q| setings |v| (@ Available for launch @ %
Assignment Profiles Title Enforce Or... Downloada... Remove
Segments Y = StageTestiem-KA Mo 4 Homove AL
43 [E] Testcontent i [%)
Catalogs

Competencies
Curricula
Prerequisites
Subject Areas
Substitutes
Scheduled Offerings
Tasks

Cancel

Add your item to the Catalog to which it should belong. The Catalog determines who the
course is available to. For example, a course available to all of DOL would be placed in
DOL_CTLG_ALL while a course only available to OIG would be placed in OIG_CTLG_ALL.

Select the Green Plus (+) sign button to search for a Catalog to add your item and select the
“Add” button to continue.
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9 Search Resulls [ Recommended Next: [Jf Add Catalegs [=) Add Subject Areas [g) Assign to Users (]
|z] Iraining item 1 COURSE TRAIN_1 (Rev 1- 8/8/201... |&| (£ Actions E
Description: @ Assign
Cover Page (Inactive)
Classification: Instructor-Led *Domain: Depariment of Labor (DOL)
Approval Process: Approval Required: Mo
Assign. Type: Credit Hours:
Contact's Email:
View All @

Related more 3 Catalofjs @ Chlinge Catalog Prices @ 2
Assignment Profiles Descripign Catalog Options Price Remove
Segments 1a [ selectan

Online Content

Competencies No Records
Curricula

Prerequisites

Subject Areas

Substitutes

Scheduled Offerings

Tasks

Catalogs

Add Item To Catalogs

mpgpagepage;1 2 3 4 B gPrevicus Next: (60 total records)
Select All / Deselect All

Catalog 1D Description gﬂﬁedules Add
BLS University BLS_University r

BLS University BLSU Supervisor Only Course Offerings

Supenvisor Only

BLS_CTLG_ALL Catalog for all BLS

BLS_TEST BLS Test Cataleg for LearningLink Traininng Purposes

CTR_CTLG ALL Catalog for DOL Contractors
DOLImport05282013 SkillSoft Audit Load
DOLImport07232007 For DOL SkillSoft Course Import
DOL_CTLG_ALL Catalog for all Department of Labor @
DOL_CTLG HR_SUPER  Catalog for all DOL Supernvisors r r
-

DOL_CTLG_IT_ALL Catalog for all DOL IT employees r

mpgpagepage;1 2 3 4 & aPrevious Next: (60 total records) Page |1 ufﬁ.m

Select All f Deselect All

Add

9. Select View All button to view Additional Settings. From this window, you will be able to
enter additional information such as the required EHRI fields and Contact Hours. Once
desired information is added, select “Save” button.
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Note: For additional information regarding the required EHRI fields, refer to the appendix
that begins on page 11 or contact the Office of Training and Development.

4) Search Results
|5) raiming item 1

Description: @

Classification:
Approval Process:
Assign. Type:
Contact's Email:

View All &

Instructor-Led

l Recommended Next: [ Add Catalogs [ Add Subject Areas [g) Assign to Users (]
COURSE TRAIN_1 (Rev 1 - 8/8/201 (2] Actions

Assign

*Domain:
Approval Required: Nao

Credit Hours:

Department of Labor (DOL)

Cover Page {Inactive)

Related More @ Catalogs @ Change Catalog Prices @ =
Assignment Profiles Description Catalog Options Price Remove
Additional Settings =)
+Required Fields
™|
Active: Yes Creation Date: 8812014
source: Length: 200
Max Registration: Min Registration:
Self Registration: Yes Supervisor Registration: Yes

Design

Branch approval:
OTI Approval:

Curriculum approval date:
Column 20:

Column 40:

Column 80:

Column 80:

Column 100:

Training Accred. Indicator:
Course ID from Vendor:
Training Purpose:

Training Credit:

Training Delivery Type Code:
Column 1,132:

Multilingual Gourse:
Training Gertification Type:
Estimated Tuition and Fees:

Cont. Sve. Agreement Req'd:

Branch approval date:
OTl approval Date:

Branch:

Column 30:

Column 50

Column 70:

Column 90:

Course Vendor:

Exclude from EHRI:
Training Source Type:
Training Sub Type Code:
Training Credit Desig. Type:
Training Credit Type Code:
Instructor Competencies:

Internal or External Gourse:

Gourse Development Cost:

Training Materials Cost:

N

10. At this point, all the required fields are entered and you can assign your course to users.
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Follow these steps to assign online content in LearningLink:

1. Loginto Learninglink and select the Admin Tab
2. Select the Learning button and then Items tab.
3. Search for the item for which you wish to assign.

Admin Home

Users Performance

| Search: [ Enter Keywords or Command I Go) |

A Item Search | Add New | @

([ Items )
Search Saved Searches 0

Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of values. You

Classes «can also add or remove search criteria to further refine your search.
Group Instances Case sensitive search: © yes # No
Catalogs ftem Types: [Cortains = [T
Item ID: | Contains =1
Programs
Item Title: | Contains =1
Curricula Item Status: & active © NotActive © Both
Requirements Domains: [ Contains = T
Questionnaire Surveys Substitute ftems: Bae Ll wype ] T
1D:
Communities
Add/Remove Criteria ©
Instructors
Search Save As Reseat
Tools
Tasks
‘ H ’
4. Select ‘Assign to users
U DepasTMONT O LasoR Welcome hobb:
Dl.eumingl.ink -
o Home Organization
el 1 = 0 O g o
Admin Home Users Performance Learning Content Commerce System Admin References Reports
T ‘ Search: | Enter Keywords or Command ] ‘ ‘
2 Soarch Resls [ Recommended Next: [ Add Catalogs [=] Add Suma‘meas [&) Assign to Users. [x] i >
@ Stage Test Item - KA COURSE KA-StageTestitem (Rev 1 - 10/20/2014 08: () Actions View All
Description: @ Aesian
Cover Page (Inactive) Soh:
Classification: Blended *Domain: Department of Labor (DOL)
Approval Process: Approval Required: No
Assign. Type: Credit Hours:
Contact's Email:
View All @ |

Page 8 of 12



L5, DEFARTMENT OF LABOR

LearningLink

5. Enter the User ID or select ‘add one or more from list’ to assign the users. Then select ‘Add’.

Assign
User Needs Management
>Step 1> Step 2

Step 2: Select Users

* = Required Fiskls

Add Users

(x|

Help

Mext

Enter User D or add one or mare from list

* User ID: |

Edit Users

There are no Users in the list. Flease add Users before proceeding.

6. Confirm the ltem assignment and select ‘Next’.

- =
Assign [x]
User Needs Management Help
=5tep1>Step2 > Step 3
Step 3: Adding ltems
Previous
== Required Fiekds
Select ltems for Adding
Enter ‘ltem ID¥ and ‘ltem Type' or add one or more from list.
cType:[ & X E—
Add
Edit the List of Items for Adding
Apply Changes
Select All f Deselect All
ltem Title Assign. Type Assign Date Remove
COURSE KA-StageTestltern  Stage Test Item - KA 10/21/2014 r

(Rev 1 - 1072002014 08:56 AM
EST)

Select All / Deselect All

Apply Changes
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. =
Assign
User Needs Management Help
>Step1>Step2 > Step 3 = Step 4
Step 4: Edit Item Information
Previous
Assign Date
Item Title Assign. Type MM/DDMAYYYY,
COURSE KA-StageTestitem Stage [ HG B8 o224
(Rev 10/20/2014 08:56 AM EST) Test Item
- KA

After selecting ‘Next’ again, you will be brought to a final screen when you will be able to
schedule or run the job now. Depending on the number of users, you may be required to
schedule the job.

- =

Assign

User Needs Management Help
»5Step 1 >5tep 2> Step 3> Step 4 > Step 5

Step 5: Complete User Needs Management

Previous Run Job Now Schedule Job
User D Mame
ravella.sarath_CTR Ravella, Sarath
Agsign.  Assign Required Date
Iterm Title: Type Date MM/DDMY Y'Y
COURSE KA-StageTestliern Stage Test ltem - KA 1062172014 m

(Rev 10/20/2014 08:56 AM EST)

If LearningLink is able to run the job now, you will receive a confirmation window. Select ‘ok’
to return to previous screen. Your course has now been assigned.

Assign

User Needs Management Help

Confirmation

Finished

Status:

#® Successfully added the items to the specified Users.

Page 10 of 12



L5, DEFARTMENT OF LABOR

LearningLink

Appendix A: List of Required EHRI Fields on the SF-182

More information regarding the required EHRI fields on the SF-182 can be found
below. For more guidance, please contact the Office of Training and
Development.

B.2a. Course Title: Enter exactly as it appears from Vendor

B.3. Training Start Date: Enter future dates only

B.4. Training End Date: Enter future dates only

B. 5. Training Duty Hours: Insert the number of duty hours for training

B.6. Training Non-Duty Hours: Insert the number of non-duty hours for
training

B.7. Training Purpose Type: Choose a Purpose Type from the drop
down menu

B.9. Training Sub Type Code Choose a Purpose Sub Type from the drop
down menu

B.11. Training Designation Type Code: Choose a Designation Type
from the drop down menu

B. 12. Training Credit: A ‘0’ should be entered for this field unless the
training provides academic hours (i.e. semester or quarter hours from a
university or college) or if the training provides continued education units
(CEU or CPE).

B. 13. Training Credit Type Code: Choose a Training Credit Type code
from the drop down menu

B. 14. Training Accreditation Indicator: Select (Y) for academic
institutions such as universities or colleges, otherwise select (N)

B. 15. Continued Service Agreement Requirement Indicator: Required
(Y) for any single training over 80 hours or $1,500 per DPR 410, otherwise
select (N).

B. 17. Training Source Type Code: Choose a Source Type code from
the drop down menu

C.1. Direct Cost and appropriation/fund chargeable (Must enter a
value —if there is no cost, enter “0”):

o A. Tuition

o B. Books or materials

o C. Total
C.2. Indirect cost and appropriation/fund chargeable (Must enter a
value - if there is no cost, enter “0”):
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o A. Travel
o B. Per Diem
o C.Total

e (C.3. Total Training Non-Government Contribution Cost (Must enter a
value — if there is no cost, enter “0”)
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